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For instructions on completing this form contact DHR Records Mansgement Unit, 47 Trinity Avenue, Atlanta, Georgia
30334. Phone - (404} 6564976 GIST: ﬂ1-4983 _ -
" DHR 1. GEORGIA EE?AﬁR?ﬁEwE OF HUMAN RESOURCES l " T ARCHIVES AND HISTORY
Aociastion Dete ‘ Div. Of Mental Health And Mental Retardatid@pplication Number
Mental Retardation Section - - ‘ .
8/2/82 47 Trinity Ave. Room 307-H '7(0 9‘"7 :2_:_,. H
Apo*ranon Numbar Atlanta, Ga. 30334 ' . | Date Rﬂnﬁgaa Date Completed
82-28 - e o AUG 1 ISEP 1 6 1932
2 Person 1o Contact _ ' o T Working Tive - Talaphone Numbor
JJQQMMQ&.W R R ST T T ﬂuaaas V .' mum e} =) xrﬁé 5_5_6___:"6‘22_932_ ———m
. Actior. Requestsd o oL - S S L
a. [ Establish Retention Schedule; record will continue to sccumulne., : ch N !
b. [ Disposa of present accumulstion; no further sccumulation anticipated, ange Re tention Instructions
c. [Bamend Appiication No. 16-272 Check One: X0 Change; (O Supercede; [ Void
4. Dates of Serias B. Records Series Title Mollowsd by title wsed in office; i different) ’
Earlinst Latesy ' ; .
: Hent:gl_ngursl.g_tinn_s.e&u Q%ﬁi“m‘ anLSt_ff _Deve 1gpment._1ilg
6. Division and Office Function What is the function of the Division md in which this record series is created
}: .
’ r
1 - T‘t
¥
. n —_ i — :
7. Records Series Description This fila contains the foliowing documanu {include form numbers and titles, if anyj: Attsch ssmples of the tile.
Documents- relating to: ‘
included are:
o
. Tha file is srranged :
L . ) Q_E . . * hY ' A
‘ % E R L
B. Monthly Referance Rate : How often are records referred %0 which are: T
{ Ona to 3ix months oid —— : Sewen to twelve months old i Thirtesn to twenty-four months old s
twenty-five monthsendoider ¢ v ‘ '
8. Annusl Raw of Accumulstion or Records o T T T T T T
| Leterdizedeewers . _; anal-clu drewers .+ ._; Shelves . ______ ; Other (Specify) e — . . ___
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LJF.S PN $0. Questicanaire  (V.ace 8T X' R the prepss ablumng i 7 . ~ cn - v
: | ¢ &. & this the official copy of e wermes? A —]
I i not, whars i3 iv?
R b. Does the series contsin contfidential mformnwn requiring security handling? If yer, Gitc iaw Of regu BtiOn, o “: N
- c. Is this o vital record? T e T T/ A
d. Doss this serias have historical or iong term reseach veive? T
8. Whan one or two documints in the fils m‘ku R n'cs;u'y to kaep the entire fun for ' Iong ponod aould these documents
- be schaduled wpsrately? o tapte o fee o L )
{. Is the information mntsmod in this series ever published? " yes, m..h d}py 7 ' LY T
B g. s the information wnnirud in this seriet ever analyzed andlor mcn-dad m » wmmanzsd rlDth? ’ -
it yet, attach cOpY. e i i
. |s thars & duplication of this series in your office, or in enother office or ogency? STl RT T A
] 1t yo, whare?
1. is this series for a major portion of it) reguiarly microfilmed? - ]
" 37 Dot the record series result in a computer printout? ) T )
11. Rewmntion Requirsment The following requires the serles to be kept: arime T oarsnn
TR e i o S O T A '
a. St Law —_— years., d. Auditperiod — years.
b. Ststute of limimtion —_— years, 8. Administrative nqasd T ——————— . YBars,
c. Fecarsl law — ysars, _ ) f. Federal retantion instructions — years.
Aniach copy O oxurpt of lavs OF ueulmom Expiain sdministrative need. .
: '.‘ : RV o Trt ban CoRT -,’r"—-f_t"_.:j.). ~ n"',:“}?;rV‘.'"."‘jF [g\_:;‘_,__.,
M _f;.'s:
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32. Approwed Disposition instructions  This sgency rscommends that tha file series be cut off at the end of esch: B
O calendar Year: X Fiscal Yesr; [ Other then,
X Hoid in the current files srez menth{s) 1 year(s}; than
) Transter to local holding area; hold ysar(s}; then
K Transter to Stste Records Canter; hold 4 yaer(s); then
E Dentroy
3 Transfer tc State Archives for permansnt retentien,
O Other {Specify}
o
These instructions apply to sl prior and future accumulatisns of the series.
Agency Head/Designes [Signature) ! Date Lﬁaw Mansgament Officer [Signature g - T Date
— —_— - - — T T — -
LN Ml | 2/20/sr V WMeploy-,, |5f2f5e
| ahd / Ll
- State Rmrds Committee { ture} ' Date
Rscommendetions in parsgraph ‘ (/ 2 ]
12 are apdroved. Swuste Auattor/Detignes ' qf ? ’f -
(I disapproved, artach ketter - A ——— A |
of explanation.} Secrotary of Sute/Designes
) Attorney Ganeral!Dugm
_L_a___...._‘_.__..____._-._f‘-—,--__;_ra —_ ——— e — SO —




OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No, 76—AM—1 for instructions on completing this form. Forward signed original to
Departmaent of Archives and History, Records Management Dwmon 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address ; FOR RECORDS MANAGEMENT USE
Appiication Date - PPepartment of Human Resources Application Number
June 11,1976 Division of Ment.:al Health & Mental Retard. - Zz
o Mental Retardation Section Toto Recaived Date Commioned
Application ’ mber 47 Trinity Avenue, Rm. 542—H WL -9 1978 , p
DHR- 66 ptlanta, Ga. 30334 ' Bus 10 1978
2. Person to Contact Working Title Telephone Number

Budd Hughes Assistant Division Director 656-6370

3. Action Requested
3. {3 Estabusn Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumuiation; no further accumulation anticipated. .

¢. O Amend Application No. e, Check One: O Chaggg' ) Supercede; O Void

4, Dates of Saries 5. Records Serias Title (followed by title used in office; if different|}
Earliest " Latest |

1973 I Present Mental Retardation Section-Program and Staff Development File
6. Division and Office Function What is the function of the Olivision and the Office in which this record series is created?

The Division of Mental Health and Mental Retardation administers mental health, mental
retardation (and other developmental disability programs), drug abuse, alcoholism, and
training/research programs., The Division 1s also concerned with community mental health
and mental retardation programs and the admznlstratlon of State hospitals, serving the
mentally i1l and mentally retarded.

The Mental Retardation Section is one of the programmatic sections of the Division of Mental
Health and Mental Retardation. The Section offers specialized services (primarily focusing
on the mentally retarded within the I Q range of (-55) which are administered through a
comprehensive system of iInstitutional and commu:u ty service programs. The specialized

ional Services, 4) Family Care Homes, 5) Foster Grandparent Programs.

service programs are: 1) Day Training and Work Activity Programs, 2) Group Homes, 3) Instituty

7. Record Series Description This file contains the following documants {include form numbers and titles, ff anyl:
Artach samples of the file.

Documaents relating to: identifying = program and staff strength and weaknesses and
activities initiated to upgrade same,

. Included are: program summary reports, program training arid consultation _reports, and
correspondence relating to program and staff development. }

gnm\
File is arranged: cbronolog.lcallg by‘ yeary thereunder alphabetlcallg bg subJect. . Sy
. Lo e
8. Monthly Referance Rate How oftan are records referred to which are:
One to six months old 0 Seven 10 twelve months old 5 ; Thirteen to twenty-four months old __......._.2 .
twentv-fwe months and oider I ? . :
9. Annud Rate of Accurnulation of Records | ; 2
Letter-tize drawsrs : Legal-size drawers ; Shelves ; Other (specify)

AR=80-71; Rev.78 _ .' (Over)
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YES | NO_| 10. Questionnaire _ (Place an "*X"" in the proper column)  ~. ., _

a. s this the officiai copy of the series? .
Jf not, where is it? - : . . ,

b. Does the series eontain confidential information requiring security handling? [f yes, cite law or regulation.

X
X ¢, Is this a vital record?
X

d. Does this series have historical or long_m research value?

X Mmmmmmga_mm

¢. When one or two documents in the file maka it necessary to keep the entire file for 2 long period, cou!d these

g. Isthe information contained in this series ever analynd and/or recorded in a summarized report?
X __If ves, attach coov,

h. Is thera a duplication of this saries in your office, or in another office or agency?
X If yes, where? 1N Division Director's Subject Files

X | L lsthis serias (or 2 major portion of it) reqularlv microfilmed?

X L.Does the record series resuit in a comoutar printout?

11. Retsntion Requiraments The following requires the seriss to be kept:

a. State Law .years. | d. Audit period

years.

b. Stature of limitation vears,

o. Administrative need : 5

years.

¢. Federal law years, . Faderal retantion instructions

Attach copy or excert of laws or regulations. Explain administrative need.
Previous reference experience '
o 7

years,

12. Approved Disposition Instructions
' ' ) "7 O Calendsr Yesr: [ Fiscal Year: (I Other

This agencv recommends that the file series be cut off at the end of each:

we then,

G Hold in the current filesaresa _____.__.month(s) 2 year(s}); then
O Transfer to local hoiding area; hold year(s); then
" @ Transfer to Stata Records Centar; hold _._.2..__..__.year(sl then
@ Destroy. :
O Transfer to State Archives for permanent retention.
O Other (Spacify)

'
Thesa instructions apply to all prior and future accumuiations of the saries.

| Agency Head/Designes (Signaturslf) Date Records Management Officer (S'gnaturel

Date
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- Stata Records Committes (Signaturs)

Date

Recommendations in para-

graph 12 are approved. State Auditgr/Designee

(If disgpproved, attach lettsr
of explanation.)
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